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OBJECTIVE

To land in a job where I can enhance my knowledge, capabilities and potentials and at the same time contribute to the growth of the company

SPECIFIC JOB RELATED SKILLS

Can comprehend well and effectively communicate with different types of people.

Can perform duties and responsibilities with minimal supervision.

Knowledgeable in MS Office such as Microsoft Word, Excel & PowerPoint, Email and Internet, QUICKBOOKS & SCHOOL’s SYSTEM.
Proactive, well organized and have attention to detail

Good administrative and interpersonal skills

Good communication skills in English

EDUCATION

Central Philippine University (1998-2003)

Iloilo City, Philippines

Bachelor of Science in Commerce

Major in FINANCE

RELEVANT EXPERIENCE

Home based Online Tutor


51 Talk Philippines







Part Time July-December 2015

To deliver the best online English teaching service to our                                         clients.

Teaching the English language to Chinese students online and evaluating their performance based on set guidelines.

•
Prepare and study the teaching materials before the lesson starts

•
Conduct one-on-one video lessons with students within the prescribed time

•
Teach the correct usage of the English language through constant practice

•
Provide corrective feedback and ensure that the students understand each lesson

•
Create a lesson memo with the necessary feedback about the topics discussed

Accounting Asst.-Students Accounts
 ST. DOMINIC COLLEGE OF ASIA




Accounts Receivable,
Cavite, Philippines




Finance Assistant

(Jan. 2012- June 2015)






-Monitors accounts of the students





- Responsible for assessing tuition fees and other fees.





- Processing of refunds/discounts on student tuition fees.

- Issuing Examination permits, assessment form and statement of account.
- maintaining and updating students’ ledger.

-Calculating and checking to make sure payments, amounts and   records are correct.

-Sorting out incoming and outgoing daily post and answering any queries. 

-Managing petty cash transactions
-Assist parents/students in tuition fees related inquiries and discrepancies.






-computes and summarizes cash receipts

-updates monthly and aging of monthly receivables






-Monitors, releases and recording checks
-Maintain and manage all financial records, registers, logs and spreadsheets. 

-Responsible for organizing and maintaining records
-Performs cashier duties and other duties as required.
Customer Service Representative   
TELETECH Customer Care Mgt. Phil.







Iloilo City, Philippines (August 2008 –October 2010)

-take telephone calls on behalf of an organization in order to fulfill customer inquiries and provide customer service.
-Respond and resolve customer problems, grievances and issues.
Receptionist, Secretary, 


SATELLITE WORLD ESTATE 

Sales Associate



Al Ain, UAE (June 2004- May 2008)







-dealer of TV cables (Showtime & Orbit)

- scheduling appointments, concerned with recording day to day business transaction, encoding subscription details for registration and handling telephone calls.
-Respond to customers’ requests and concerns in a resourceful manner
 -Handle cashier duties by taking cash or credit cards

-Responsible for organizing and maintaining records, administrative or clerical duties, such as making copies, ordering supplies, handling mail, faxing, using a copy machine, maintaining a calendar, managing office equipment and ordering supplies.
-provide fast, friendly service by actively seeking out customers to assess their needs and provide assistance, providing information on product features, and knowing related items to sell an entire product.
*Promoter of Showtime & Orbit at AL AIN MALL
Secretary




UNIVERSITY SHOP (Practicum)






Central Philippine University 

Iloilo City, Philippines (October 2002-March 2003)
-concerned with day to day transaction, recording  monthly expenses, reconciliation of stock orders from stock invoices, handling telephone calls and managing complaints.

- scheduling appointments, organizing and maintaining paper and electronic files.
Cashier




CARREFOUR, AL JIMI MALL







Al Ain, UAE (January - March 2002)







- Managing all the cash transactions






- Balancing the daily account at the end of the day

- Interacting with the customers that come to the counter         

- Solving all their cash related queries
PERSONAL INFORMATION

Age:





34
Birthday:




September 11, 1981

Citizenship:




Filipino


Religion:




Roman Catholic

Civil Status:




Married

Language Spoken:



English, Filipino
